
 

EAC - Annual Updates (Citizen) 
 
Purpose: A year from the last time you uploaded an image, you will need to update with a new image and review any outdated information. You will 
automatically receive an email when it is time to review. 
Role: Citizen 
Client: External Access Client (EAC) 
  
Process: 

1. You will have received an email stating you have a record that needs your attention. 
2. Using credentials, email and password, user will login to portal: https://takemehome.fortbendcountytx.gov/ 

 

 
  

  



3. Scroll to the section titled: "Existing Records Needing Attention". You should see a record here: 

 
4. Double-click on the record above, the example here showing a Status of "Requires Phtoto" and Instructions "Please review the record and upload a new 

photo." 
  



5. This will open the following window: 

 
  



6. When the new window opens up, look for the "Upload Photo" button to the right and click on it. 

 
  



7. Click the "Browse" button at the top left to locate a new picture on your computer: 

 
  



8. Navigate your computer to a picture file, select it, then click Open. 

 
  



9. Click the "Import" button at the bottom right. 

 
10. If successful, you should see the following message. Click OK to complete. 

 
  



11. If unsuccessful, you will see the following message. Click OK, then try again. 

 
12. Next, review the record for any other changes that are required. 
13. Once completed making changes on the form, click the "Save" button, NOT the "Save and Close" button. 

 
  



14. Then look for the "Record Updated - Send for Review" on the right. Click this to complete and send back to review. 

 
15. You can close this window. 

  
 


